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FCK SHCBTAGES ASD LOSSES AKD CLARIFICATI05 OF AOEBCT EBOCI W eGSCEBBE® ; 

SICRTAGES AHD OVERAGES , \ ‘ 

; '• - * • . ' ' ’ti * s' ' ' ; ■ 

1. ©iat Agency policy Be established to provide relief to individuals 
accountable fftor confidential funds where losses car ehortages<*cur 
vithout negligence <r oalffaasance oo the pert Of .the individual* ; 

2. Shat each station (whether It he a Class A or Class B statloa) h* 
required to record on its. hooks off account each cash Shortage And 
overage, regardless of- else or character, and remain accounfcahle 
ther^or nntil the. station is advised off the disposition to he 

3 . ©sat pash shor tages and overages be classified into two categories. 


as follows* 

a. Shortages off $20.00 or less or the equivalent in foreign 
currencies and overages regardless off amount concerning 
which the Chief off Station has determined that there §8 
no indication off negligence of malfeasance {where. say 
custodian has repetitive shortages or overages they should 
L* classified as provided in sub -paragraph %, below). 

b» Shortages and overages concerning which there is evidence 
off negligence of malfeasance and all shortages of more than 
$20.00 regardless of the character thereof. 


k. ©sat gach station's monthly accounting to headquarters include a ~ 
schedule of cash shortages and overages, iff asy, for which the sta- 
tion has not been relieved off accountability. 

5* ©sat each station report forthwith to headquarters each cash short- 
age and overage in category 3b, above; and th£?repart; cover the , 


a. Pate and- amount off the cash shortage i>o?,owiiiege. 

b. A statement as to the frequency off Cashe^ttats and whether 
or not the cash counts are made by more than one person. , 

;.r . v v- ' >• • •/.; ■ 

c. Details off procedure for the ha n d lin g off cash. 

d. facilities available and used for the han d li ng off cash. 

e. Identity off persons designated as custodians off cash, 
ff. Identity of persons having access to the cash. 

g. Manner and circumstances under which the difference occurred. 
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Opinion as to the cause of the difference, e.g., negligence, 
improper handling, etc. 

1, Bee ommaudat i on of the Chief of Station as to the disposition 
of the difference. 

A factual statement by one or mere disinterested investigating 
officers shewing their findings. 

6. That a Board he established to review all confidential funds shortage 
or average cases in category 3b, above, and recommend action to the 
Deputy Director (Administration); such Board to be composed at. 

a. toe regular rasher to be appointed from each of the following 
offices : 

Office of the Comptroller 
Office of General Counsel 
Office of Audit 
Security Office 

b. An ad hoc member representing for each case the Office to which 
the accountable individual is attached. 

f. That the Board recommended in 6, above , meet on a monthly basis whin 
ever there are less car shortage cases to review. 


8 , 


9 . 


10 . 


11 . 


mat .tattoos not ba rwjulrod to prepare * 

and owmbm In category 3a, alow, but Instead sutol 

arrcimtlmr on which each such shortage or overage is first reporter a 

SSSflto fl£d by tb, *Uf Of Statmn 

on an investigation made by Mm or at his direction, the 

overage was not the result of negligence or malfeasance and recommending 

the disposition of the shortage or overage. 

That cash shortages and overages in category 3a, above, remain recorded 
in the station’s books of account and in the station s accountabilit 
StutAAd of tie fiscal yonr; that th.y b. reflected todh «ntc in 
the schedule of cash shortage, and oserag« shlch accosjpanles the -to- 
t^n’s monthly accounting to headquarters, and that Ito authority to 
write off such shortages and overages be delegated to the Ccmptroll r. 

That the Comptroller authorise the Chiaf , Finance 

of each fiscal year to write off to expense or to Miscellaneous Receipts 
as appropriate, the accumulated shortages and overages in category 3a, 
ebcv^f^Sch are reflected cm the Cash Short and 0«i^ each 
b tat ion's most recent accounting to headquarters provided a certifica 
tiea by the Chief of Station, as described in paragraph 8, above, has 

been received. 

That the Comptroller will prepare a report to your Office at the end of 
each fiscal year showing, by stations, the number and amount of C£ a 
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shortage* and overages which were written off pursuant to authority 
delegated to the Comptroller. 


12. That appropriate headquarters 


on this subject 


he initiated by the C oaptr oiler for release within the Agency con- 
sistent with the foregoing rec emendations . 
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